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Cl ass Specifications
for the

DI STRI CT HEALTH OFFI CER SERI ES

Series Definition:

This series includes all classes of non-nedical positions
whi ch are assigned responsibility for managi ng and coordi nating
the adm ni strative and non-nedi cal functions of State public
heal th programs in a public health district of the State,
enconpassi ng a county-w de area.

A position in this series serves as the non-nedical
adm ni strative head of a public health district which includes
i npl ementing and assuring the availability of on-going services
to the public; assuring conpliance with central office program
and adm ni strative guides and directives; coordinating the
various district health programs with the adm nistrators of the
correspondi ng di visions and branches; nmaintaining effective
rel ati onships with public and private groups and individual s;
assisting in determning the health needs of the district; and
assisting in planning for new prograns and the expansi on and/ or
curtailment of existing prograns. A District Health Oficer
| acks technical control over program supervisors in the district,
since such technical control is exercised by the respective
functional or programchief. General directives, guidelines,
procedures and statew de program plans are established by the
central offices of the departnent.

Levels in this series are distinguished primarily on the
basis of the adm nistrative conplexities inherent in the
intensity of public services and enforcenent activities.
Variations in such factors as geography, popul ation, economc
activity and extent of public health problens affect and are
reflected in organi zational structures, staff size, budgeting,
and all other aspects of district operation.

This is a change in title for the D STRICT HEALTH
ADM NI STRATOR SERI ES whi ch was approved on June 10, 1976, to
DI STRI CT HEALTH OFFI CER SERI ES.

DATE APPROVED:

DAVI S K. YOG
Director of Human Resources Devel opnent
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Duties Summary:

Directs and coordi nates the adm ni strative, non-nedi cal
aspects of a public health district programand serves as public
health representative for the State in a county; and perforns
ot her related duties as assigned.

Di stingui shing Characteristics:

Grade Level |I: This class is distinguished by a
significantly smaller popul ati on and geographic area than the
next higher level. The conplexity of adm nistration and

intensity of work operations are significantly |l ess than at the
next higher level as indicated by the | ess conplex structure of
the organi zation, the |limted geographic disbursenment of health
services and facilities, the smaller popul ation serviced, and the
conparatively smaller size of the district’s work force.

G ade Level 11: This class is distinguished by its
responsibility for directing and coordi nating the adm nistrative
and non-nedi cal functions of all public health prograns in a
| arge public health district. The conplexity of adm nistration
and intensity of work operations are significantly greater at
this | evel because of the nore conpl ex organi zational structure,
the greater disbursenent of health services and facilities, and
the conparatively large size of the district’s work force.

Exanpl es of Duties: (Positions may not be assigned all of the
duties l1sted, nor do the exanpl es necessarily include all of the
duties that nmay be assigned. This does not preclude the
assignment of duties which are not listed.)

Pl ans, directs and coordinates all activities of a district
health office; exercises adm nistrative supervision over al
district health office enpl oyees; assists in determning the
health needs of a district; assists in planning for new prograns,
expansi on and/or curtail ment of existing prograns; seeks nedi cal
and technical consultation from departnental personnel or
pr of essi onal people in the conunity; directs, coordinates,
reviews and makes recommendati ons on budgetary, fiscal,
pur chasi ng, personnel nmanagenent and other related adm nistrative
matters; devel ops and nai ntai ns good working relationships with
comunity groups, neets and speaks with groups and individuals to
pronote public health prograns; interprets and explains public
health | aws, rules, regulations, policies and practices; conducts
staff nmeetings; provides information and gui dance to district
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heal th office program supervisors in all admnistrative matters;
prepares nenoranda, correspondence, reports and other materials;
may direct a public health program

Knowl edge and Abilities Required:

Know edge of: Principles and practices of public health
adm nistration, including fiscal and personnel nanagenent; State
and | ocal public health laws, rules and regul ati ons; general
know edge of public health prograns and services; principles and
practices of supervision; office practices and procedures; report
witing; and budget preparation and execution.

Ability to: Plan, coordinate and direct public health
operations of a district health office; neet and deal effectively
with others; maintain effective public relations; conmunicate
effectively, both orally and in witing; maintain appropriate
records; and prepare reports and correspondence.




